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Chief, Bugport Staff, TSS 9 March 1960
Chiief, OGM Staff, ID/P Area

s roe

Memo of 19 Feb. 60 to C/58/T85, Subject:

Beview of TS Files, Systems and Practices
on No. 1:

Separate the 1960 file folders from the 1958/59 folders and place

mmmamm»mmammeammmm-

W (™is applies to all £1ls series to vhich the
W’mmmﬂyw)

mmmm,mmrmmmmmmmtx
ensh related 1958/59 folder. This is not generslly a good practice
because:

&. It iz condusive to misliling current material in the fijes
of ald materinl.

b. e pomal ddsposition of old material will reguire with-

draupl. of iadividual foldevs lcstesé of removel of the eatire
sexips of Tolders.

€. mwmmmmwmww current (1960)

8. mmwmmmmmmamm
projects can be clearly related

+ Ascsfign a mmerical desipwmtion to the broad subject

entpgories and incorporate this mumber into the project
mmering system.

c. Remuber and refile the project folders to include the
new prefix mmbera.,
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e Il project lists for Jemwary 1960 comnsists of & soven page
listing of 137 projects in project mmber sequence. The project
zmmmfmmwwm-mmamw
eangecutively, ss new projects originate. mmewmm
W@mmwxmﬁwmwgﬁmim
Ject in stion, plus & scanning  geven page index
M&ﬁwtw. The dsvelopment of & subject cate-
gory should facilitate reference and, to sowe extent, give better
control of projects. The use of subject categories limits the
search sres in identifying s pmrticular project. The betier cone
mmzaﬁmmu.mmwmwwmm
simiiar projects belsg worked on Ly aifferent contractors.

To 11lumstrate the use of such s system, the atieched subject.numeric
1isting (%ab A} was prepered from & reviev of the project list. How-
W,.mmmﬁmmawsﬂwwmwydm
would be used as & prefix w the consecutively aseigned project muoa-
ber. mmmmaummwmwm?ﬁ?tm
mmbar, Enowledge of a particulsr project would permit reference
without keowing the exact title end without first reviewing the index.
(The Monagement Steff will be glad to sssist in developing end install-
ing the subject calegry syslam.

Recommendstion No. 3

mmwtmmmwmmmmrw
filing reference material. (Exceptiom: TFile catalogues by neme of
the CORpORy.)

Discusaion:

ﬁafmmmm‘mwmmtwmrmmﬁmh
Pied reference materisl being saintained. Any reference must of neces -
sity become e resesrch project. The suggested system MA facilitate
lete materisl by bringing 1t tegether in the file.

Recoomendstion Ho. 4

Use the sbove recommended subjeci categories for f£ile guldes to the
seventeen drawers of 5 x 8 inventory cerds maintained in visible card

Diacusslom:
There ia no orgenized grouping of these cards so that reference and

posting reqiires & scaaning of all entriss to locate the one needed,
Only & very experienced person can use the present file with any speed
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Recosmendstion No. '2:
Install siphabetiesl guides in the comtrector files.
Discusaion:

wrﬂ‘emmawmummswrmwafm
alphabetically by the name of the comtractor. The use of 10 %
12 alphs geides would facilitate filing and finding.
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